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INSTRUCTIONS: Prepare in duplicate an 8 forward to the Records Management Analyst, Management Systems Division ' I  

3 Dept , Division. Subdivlsion & Administering Office Address I FOR RECORDS MANAGEMENT DIVISION USE 
Date Received y p l i c a t i o n  No. Date Completed Department of T rans i t  System Development 

Division of R e a l  Estate 
1 0 0  Peachtree S t ; *  NW 
12th Floor 
Atlanta ,  GA 30303 

JUN 2 9  1976 76-226 E X  1 4  
I 

1 Application 2. Dept Application No 

* -- 6. Telephone Number 
5. Working Ti t le 0 Person t o  Contact 

7. Action Requested 
a [B Establish Retention Schedule; record wi l l  continue t o  accumulate. 

b. 0 Dispose of present accumulation; no further accumulation anticipated. 

EDates of Series 

Earliest Latest 

t __ Check One: 0 Change: 0 Supercede; 0 Void __ c. 0 Amend Application No. - 
9. Records Series Title (followed by title used in office; if different) 

1972  I P r e s e n t  
0. Division and Office Funciion 

Real Estate Parcel Folder F i l e  
What i s  the function of the Division and the Office in which this record series is created? 

(See Attached) 

. 
-~.-~-__ -.-_____ 

1. Record Series Description This file contains the following documents (include form numbers and titles, if.anv): 
Attach samples of the file. 

Documents relating to: t h e  acqu i s i t i on  of land , , t h e  r e loca t ion  of persons on r i g h t  of 
way, and t h e  demolit ion of bui1dings"on pa rce l s  of land acquired by t h e  
Authority, Property Management data .  

Included are: See at tacged.  N . I .  . 

Flleisarranged: Numerically, by pa rce l  number , by l i n e .  

-- - _ _  ~~ .. - .~ - ..__~______ -. 
2. Monthly Reference Rate 

One t o  six months old 

twenty-five months and older 

How often are records referred t o  which are: 

2 - ~ ; Seven t o  twelve months old- 1 -- ;Thirteen t o  twenty-four months old--- ___ 1 
0 - ?  

; 

I 

3. Annual Rate of Accumulation of Records 
:-, 

:"l,ettCr-si<e dcawers 4 - ~ - :  Legal-size draw& ;Shelves -_ ; Other (specify) ~ _ _ _  -~ ~ ~ , w . . , i .y.. -~ 



a 

' A  

. I s  this a v i ta l  recdrd? 

scheduled separately? . - 
f. I s  the information contained ~- in this series ever published? I f  yes, attach copy. - 
9. I s  the information contained in th is  wEies ever analyzed andlor recorded in a summarized report? 

If yes. attach COPY. #ffA.-dcLr ~ , - .~ 

this wries in your office, or in another office or agency? 

-~_I 
I f  yes, where? 

Is this series (ora majorportion of it) regularly microfilmed? ___I_____. - .  .. .. . 

- .  j. Does the record series result in a - compufer - printout? .____ - .- 
5. Retention Requirements A The following requires the series to be kept: 

I 

a. State Law - years. d. Audit period years. 

b Statute of limitation years. e. Administrative need -- years. 

c. Federal law years. f. Federal retention instructions 3 years. 

6 J o r  **a 
Attach copy or excert of laws or regulations Explain administrative need. 

UMTA Externa l  Operating Manual - Page I11 D-41 
Hold for  t h r e e  yea r s  p a s t  t h e  date of ' the  submission of t h e  f i n a  
t u r e  r e p o r t .  

expendi- 

16. Approved Disposition Insfructions This agency recommends that the file wries be cut off at the end of each: 

Calendar Year; Fiscal Year; Other - ~ - ..--then, 

0 Hold in the current files area ___ __ monthk) 

0 Transfer to local holding area, hold 

0 Transfer to State Records Center, hold 

0 Destroy 

0 Transfer to State Archives for permanent retention 

0 Other ISpecrfy) 

yeark): then 

- yeark); then 

yeark). then 

Upon completion of a c t i v i t y  on p a r c e l ,  p l ace  i n  i nac t ive  f i l e ;  hold u n t i l  
end of ca lendar  year ;  then  t r a n s f e r  t o  Records Center :  hold €or t h r e e  yea r s  
p a s t  d a t e  of submission of f i n a l  expendi ture  report; +he,,, destro 

These instructions apply to a l l  prior and future accumulations of the series. 

~~ 

(Indicate briefly rationale for recommendations abovelor write additional remarks): 
~ ~~ ~ ~~ ~~ 

17. APPROVALS 

tee Date 


